
2 

8/28/2012 UNCLASSIFIED – FOR OFFICIAL USE ONLY Version 4.00 

 

k



                                                                                      e-Profile User Guide                                                                              

3 

8/28/2012 UNCLASSIFIED – FOR OFFICIAL USE ONLY Version 4.00 

 

 
 

 

e-Profile 

User Guide 

 
 
 
 

August 2012 
  



                                                                                      e-Profile User Guide                                                                              

4 

8/28/2012 UNCLASSIFIED – FOR OFFICIAL USE ONLY Version 4.00 

 

Revision History 
 

Version Date Description 

4.0 August 
2012 

Incorporate changes from release 3.13.0 

3.0 March 2012 To incorporate changes from release 3.11.0 
Removed registration, browser requirements and user role information, 
incorporating into a new Getting Started User Manual 

2.0 June 2011 To incorporate changes from follow on releases 

1.0 January 
2010 

The first version included instructions for the providers and approval 
authorities for the e-Profile application. 

   

   

   

   

   

 

  



                                                                                      e-Profile User Guide                                                                              

5 

8/28/2012 UNCLASSIFIED – FOR OFFICIAL USE ONLY Version 4.00 

 

Table of Contents 

1.0   INTRODUCTION TO E-PROFILE ......................................................................................................... 7 

1.1 BACKGROUND ................................................................................................................................... 7 
1.2 PURPOSE .......................................................................................................................................... 7 
1.3 APPLICATION COMPONENTS AND VALIDATIONS ....................................................................................... 7 
1.4 INTENDED AUDIENCE .......................................................................................................................... 7 
1.5 PREREQUISITES .................................................................................................................................. 7 

2.0   GET SYSTEM ACCESS ........................................................................................................................ 8 

3.0 FIND PROFILES / VIEW ALL PROFILES ............................................................................................... 8 

3.1 FIND PROFILE .................................................................................................................................... 8 
3.2 VIEW ALL PROFILES .......................................................................................................................... 10 
3.3 MEETS / DOES NOT MEET 40-501 ..................................................................................................... 12 

Meets 40-501 Retention Standards ..................................................................................................... 12 

Does Not Meet 40-501 Retention Standards ....................................................................................... 13 

4.0 CREATING/SIGNING THE PROFILE .................................................................................................. 14 

4.1 CREATING THE PROFILE ..................................................................................................................... 14 
4.2 PROFILES PENDING SIGNATURE/APPROVAL ........................................................................................... 25 

Pending 1
st

 Signature ........................................................................................................................... 25 

Profile Pending Approval ..................................................................................................................... 28 

5.0 DOWNGRADING/EXPIRING/EXTENDING PROFILES ........................................................................ 32 

5.1 DOWNGRADING............................................................................................................................... 32 
5.2 EXPIRING TEMPORARY PROFILES ......................................................................................................... 33 
5.3 EXTENDING TEMPORARY PROFILES ...................................................................................................... 36 

6.0 MARKING A PROFILE FOR DELETE .................................................................................................. 38 

 Table of Exhibits 

FIND PROFILE FUNCTION ....................................................................................................................................... 8 

SOLDIER SEARCH CRITERIA .................................................................................................................................... 8 

TEMPORARY PROFILE STATISTICS ............................................................................................................................ 9 

MEDPROS PULHES .......................................................................................................................................... 9 

PROFILE HISTORY GRID ....................................................................................................................................... 10 

VIEW ALL PROFILES FUNCTION ............................................................................................................................. 10 

VIEW ALL PROFILES............................................................................................................................................ 11 

CREATE A PROFILE FUNCTION .............................................................................................................................. 14 

SOLDIER SEARCH CRITERIA .................................................................................................................................. 14 



                                                                                      e-Profile User Guide                                                                              

6 

8/28/2012 UNCLASSIFIED – FOR OFFICIAL USE ONLY Version 4.00 

 

E-PROFILE SOLDIER INFORMATION ........................................................................................................................ 15 

SELECT PROFILE TEMPLATE .................................................................................................................................. 16 

DIAGNOSIS TAB ................................................................................................................................................. 16 

ACTIVITIES TAB ................................................................................................................................................. 17 

RESTRICTIONS TAB ............................................................................................................................................. 18 

DISPOSITION TAB, TEMPORARY PROFILES ............................................................................................................... 19 

DISPOSITION TAB, PERMANENT PROFILES .............................................................................................................. 20 

REVIEW AND SUBMIT TAB, TEMPORARY PROFILE ..................................................................................................... 21 

DA 3349 PDF, EXPECTED DATE OF FULLY MISSION CAPABE ..................................................................................... 22 

REVIEW AND SUBMIT TAB, PERMANENT PROFILE .................................................................................................... 23 

PROVIDER ROUTING POOL .................................................................................................................................. 24 

PRINT CREATED SUCCESSFULLY ............................................................................................................................ 25 

INBOX/ACTION ITEMS ........................................................................................................................................ 25 

PROFILES TO SUBMIT (PENDING 1
ST

 SIGNATURE) ...................................................................................................... 26 

PROFILES TO SUBMIT, ASSIGNED FILTER ................................................................................................................. 26 

SIGN AND SUBMIT ............................................................................................................................................. 27 

SUBMIT PROFILE CONFIRMATION ......................................................................................................................... 27 

PROFILE PENDING APPROVAL LINK ........................................................................................................................ 28 

PROFILE PENDING APPROVAL LIST ........................................................................................................................ 28 

SOLDIER’S PROFILE FOR APPROVAL ....................................................................................................................... 29 

COMMENT BOX WINDOW .................................................................................................................................. 30 

RETURNED PROFILES LINK ................................................................................................................................... 30 

RETURNED PROFILES .......................................................................................................................................... 31 

REASSIGNING PENDING PROFILES ......................................................................................................................... 31 

FIND PROFILE FUNCTION ..................................................................................................................................... 32 

PROFILE HISTORY LIST ........................................................................................................................................ 32 

SOLDIER’S PROFILE, DOWNGRADE ........................................................................................................................ 33 

DOWNGRADE PULHES ...................................................................................................................................... 33 

PROFILE HISTORY LIST ........................................................................................................................................ 34 

SOLDIER’S PROFILE, EXPIRE TEMPORARY ................................................................................................................ 34 

EXPIRE TEMPORARY PROFILE CONFIRMATION ......................................................................................................... 35 

EXPIRE TEMPORARY, MODIFY EXPECTED DATE OF FULLY MISSION CAPABLE ................................................................. 35 

PROFILE HISTORY LIST ........................................................................................................................................ 36 

SOLDIER’S PROFILE, EXTEND TEMPORARY .............................................................................................................. 36 

EXTEND PROFILE AND UPDATE EXPECTED DATE OF FULLY MISSION CAPABLE ................................................................ 37 

SOLDIER PROFILE HISTORY GRID ........................................................................................................................... 38 

DELETE OPTION ON PROFILE VIEWER .................................................................................................................... 39 

DELETE JUSTIFICATION DROP DOWN ..................................................................................................................... 39 

DELETE PROFILE CONFIRMATION .......................................................................................................................... 40 

DELETE PROFILE GRID ........................................................................................................................................ 40 

 



                                                                                      e-Profile User Guide                                                                              

7 

8/28/2012 UNCLASSIFIED – FOR OFFICIAL USE ONLY Version 4.00 

 

 

1.0   Introduction to e-Profile 

1.1 Background 
e-Profile is an application within  Medical Operational Data System (MODS) suite which allows 

global tracking of all Army Soldiers who have been determined by the medical system to have a 

temporary or permanent medical condition which may render them medically not ready to 

deploy. 

1.2 Purpose 
This application provides a fully automated profile process, form DA Form 3349 entry to routing 

final profile to Commander.  It uses artificial intelligence to improve quality of profiles and 

enforces profile process standardization and quality control.  It increases communication 

between Commanders and Providers, helping to ensure Soldiers get corrective intervention.  

The application follows the Physical Profiling guidelines set forth in AR 40-501, Standards of 

Medical Fitness http://www.army.mil/usapa/epubs/pdf/r40_501.pdf. 

1.3 Application Components and Validations 
The e-Profile application consists of admin, profile, report, MEB, PEB, MAR2 and system 

modules.  e-Profile validates user’s access to different modules based on their user role.  For 

information on User roles and their access, please refer to the e-Profile Getting Started User 

Manual.   

Please note the Help Icon, which is located on the right of every e-Profile screen.  This will direct 

you to the e-Profile Help Center, where the user guides, new release notes, etc. are located and 

available for download. 

1.4 Intended Audience 
e-Profile User Guide is intended for all users of e-Profile that access profile information within 

the e-Profile application. 

1.5 Prerequisites 
To access e-Profile, you must have an active Common Access Card (CAC).   All credentialed 

providers must successfully complete the Medical Profiling Course (Course number ‘081SDL10-

00CDL-0003’) before they can access system.  The system displays Instructions after registering, 

which are also included in the e-Profile Getting Started User Guide. 

http://www.army.mil/usapa/epubs/pdf/r40_501.pdf
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2.0   Get System Access 
To gain system access, you must have an active DoD CAC.  When accessing e-Profile for the first 
time or after your account has expired, you will need to complete the registration process.  
Please refer to the e-Profile Getting Started User Manual for steps on registering.  If you have 
questions regarding registering, please contact the Help Desk at (888) 849-4341 or medpros-
eprofile@asmr.com. 
 

3.0 Find Profiles / View All Profiles 
 

3.1 Find Profile 
Use the Find Profile function to get a list of all profiles for the Soldier. 

1. Hover over the Profile tab and click ‘Find Profile’. 

 

Find Profile Function 

2.  The system displays the search criteria, where you can enter the name or SSN and click 

.  You can search by full SSN, name, or name and last four of the SSN.  You can include the 

UIC to narrow the search when searching by name.  You can also use a wild card search with an 

asterisk (*) (i.e, Johns*).   

 

Soldier Search Criteria 

3.  The system displays the Soldier’s Profile History, along with the temporary profile statistics 

and PULHES History from MEDPROS.  

mailto:medpros-eprofile@asmr.com
mailto:medpros-eprofile@asmr.com
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4.  Click the Temporary Statistics bar to obtain statistics regarding the Soldier’s temporary 

profile history.   This captures statistics from all electronic temporary profiles in e-Profile; to 

exclude any that represent the Soldier had no limitations (PULHES of 111111). 

 

Temporary Profile Statistics 

Click the  icon to obtain a description of each statistic. 

 Consecutive Days on Active Profile – The number of days Soldier has been on the 

current active temporary profile.  This only looks at the current active temporary 

profiles. 

 Consecutive Days on Profile – The number of days Soldier has been on temporary 

profile.   

 Profile Days Previous 1 year – The number of days Solider has been on temporary profile 

in the past 12 months. 

 Total Career Profiles - The total number of temporary profiles for the Soldier 

 Total Career Profile Days – The number of days Soldier has been on temporary profile 

throughout Army career. 

 

5.  Click the MEDPROS PULHES bar to obtain a listing of the Soldier’s PULHES History.   

 

 MEDPROS PULHES 

6. The system displays the Soldier’s Profile History, including any uploaded profiles.  Please note 

that uploaded profiles are only visible through the Soldier History and are not included on 
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reports.  e-Profile does not transfer data from uploaded profiles to MEDPROS, nor will they have 

any impact on a Soldier’s profile or readiness status. 

 

Profile History Grid 

7.  You can view the profiles from the Profile History grid by clicking ‘view’.  Based on the status 

of the profile and your role and permissions, you can perform actions against the profile, such as 

approving and downgrading.  If you are a Unit Commander (or designee), the approved profile 

will be marked as ‘viewed’ once you view the profile. 

3.2 View All Profiles 
Use the View All Profiles function to get a listing of all profiles for Soldiers at your location or 

that fall under your UIC(s). 

1. Hover over the Profile tab and click ‘View All Profiles’ 

 

View All Profiles Function 

2.  The system will display a list of profiles based on your role and area of responsibility.  By 

default, it will return all active and profiles pending approval for Soldiers within your scope (i.e., 

location, UIC).  You can modify the filters to expand / narrow your search.   Use the Board 
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Review filter to get a listing of all Soldiers who have a permanent profile reflecting a need for 

MAR2, MEB or ND-PEB.  Based on the status of the profile and your role and permissions, you 

can perform actions against the profile, such as approving and downgrading.  If you are a Unit 

Commander (or designee), the approved profile will be marked as ‘viewed’ once you view the 

profile. 

 

 

 

View All Profiles 

3. Click  if you wish to export the data to a spreadsheet. 
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3.3 Meets / Does Not Meet 40-501 
The Meets / Does Not Meet 40-501 function returns a list of Soldiers who have P3/4 profiles 
that meet or do not meet the 40-501 retention standards, Standards of Medical Fitness.  Please 
note this function is not available to all users / roles. 

 

Meets 40-501 Retention Standards 

 

1.  Click the Meets 40-501 tab or link under Action Items to get a listing of the Soldiers at your 
location / state that have a P3/4 profile that meet retention standards.   

 

 

Meets 40-501 Tab / Action Items 

 

2. Use the filters to narrow / expand your search.   

 

Exhibit 3-30 Profile List  

 

3. Click View PDF to open or print the DA 3349 PDF. 

4. Click  to export data to a spreadsheet. 
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Does Not Meet 40-501 Retention Standards 
 

1. Click the Does Not Meet 40-501 tab or link under Action Items to get a listing of the Soldiers 
at your location / state that have a P3/4 profile that does not meet retention standards.   

 

 

Does Not Meet 40-501 Tab / Action Items 

 

2.  Use the filters to narrow / expand your search. 

 

Does Not Meet 40-501 Tab / Action Items 

 

3. Click View PDF.  The Soldier’s profile will appear in PDF format. 

4. Click  to export data to a spreadsheet. 
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4.0 Creating/Signing the Profile 
The e-Profile application allows the provider or proxy to create, view, and sign profiles for a 

Soldier.    

 

4.1 Creating the Profile 
 

1. To create a profile, hover over the Profile tab and click Create Profile.  The application will 

display an area where you can enter Soldier information to search.   

 

 
Create a Profile Function 

2.  You can search for a Soldier by entering their Last name, First name, or SSN and clicking 

.  The search will return the Soldier’s information you have just entered.  If more than one 

Soldier exists based on the criteria you selected, the system will list of Soldiers matching the 

criteria for you to select.  To narrow the search, you can also include the UIC with the name or 

SSN.  Use the asterisk for a wild card search (JONE*). 

 
Soldier Search Criteria 
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3.  When required, verify Soldier Information.  Click Continue.  The Soldiers record will open. If 

member’s name, gender, rank, date of birth, UIC are incorrect, the Soldier can contact their Unit 

Administrator to request HRC or NGB correct the information in the Total Army Personnel Data 

Base (TADBD). 

 

 

e-Profile Soldier Information 

 

Note:  Use the Soldier ID as a unique identifier if you need to contact the Help Desk regarding 

the Soldier’s record / profile. 

 

4. The system returns the full Profile history and any Uploaded Profiles for that Soldier.  Click 

View to open the DA 3349 Form.  If there are no existing profiles, this section will be blank. 

 

 
Profile History and Uploaded Profiles 

 

5. Select Profile Type OR Profile Template. Click Continue.  Permanent and Temporary options 

are available.  Create a Temporary Profile when a Soldier’s condition is expected to last 30-90 

days.  Create a Permanent Profile is created when a Soldier’s condition is not expected to be 

resolved within one year.  The protected Health information page will appear with the 

appropriate tabs.  The Diagnosis tab is now available for entry. 
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Select Profile Template  

Note:  When a Template is chosen, the application will automatically determine whether the 

profile is Temporary or Permanent.  The system will merge data from the template with the existing 

approved permanent profile. 

6. Record medical conditions and or/physical defects in nontechnical language.  For example, 

describe the diagnosis as “broken arm”, rather than “compound fracture right radius.”  Select to 

choose an ICD9 Cause Code relating to the diagnosis.  Click Next.  System displays the associated 

test in the Diagnosis box.   

 

 
Diagnosis Tab 

Note:  For Guard and Reserve, you must also include the ICD-9 codes associated with the 

diagnosis. 
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7.  Assess physical fitness of Soldier.  Click Next.  The appropriate bullet point will be checked for 

each statement.  Selections will auto-generate PULHES score.   

 

 
Activities Tab 

 

8. Check boxes of restriction pertaining to injury/illness and hover over body area to select 

location of restriction when applicable. Click Create Sentence.  Repeat if necessary.   Click Next.  

The application highlights related body parts when a particular box is checked.  The application 

automatically generates a sentence of restriction.  When choosing a restriction, you may enter 

specific information such as allowed time, weight, distance, etc. based on the restriction.  You 

may delete a restriction sentence simply by checking the box(es) then clicking Remove Selected 

Sentence. 
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Restrictions Tab 

Note:  There are certain restrictions that do not light up the body area.  If you select a 

restriction that normally lights up AND select one that does not, no area will be lit up at all.  You would 

need to “create sentence” them separately.  If two restrictions are selected at the same time that 

normally light up, NOT ALL of the areas will light up for the corresponding restrictions.  Do them 

separately. 

 

9. Enter disposition details.  Click Next.  The disposition tab specifies whether the diagnosis is an 

injury or illness, relation to duty and time period of the profile.  The system provides a free text 

comment box for additional information if needed.   Please note the requirements are different 

for permanent and temporary profiles. 

 

The system will default the Diagnosis Duty Related to ‘YES’ for all Active Army Soldiers.  Take 

care when indicating the Diagnosis Duty Related for Reserve Component Soldiers as that may 

affect the type of board reflected on the profile.  If duty related and RC Soldier does not meet 
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retention standards, the profile will indicate NEEDS MEB.  However, if not duty related and the 

Soldier does not meet retention standards, the profile will indicate ND-PEB (refer to AR 40-501 

Chapters 9 & 10). 

 

The Expected Date of Fully Mission Capable is required on all temporary profiles.  The Expected 
Date of Fully Mission Capable is the health care provider's best estimate of the date on which 
the Soldier will no longer require a temporary profile for this medical condition/injury.  When 
providers are submitting a temporary profile, they will need to provide the Soldier’s Expected 
Date of Fully Mission Capable.  The system will default to the expiration date for that profile, but 
providers can modify if the Soldier warrants additional time to become fully mission capable.  
NOTE:  A justification will be required if the Fully Mission Capable Date is greater than the 
expiration date.   
 

 
Disposition Tab, Temporary Profiles 

 

Note:  Providers can enter the length of the profile, enter in the expiration date, or use the 

calendar icon.   The expiration date will automatically be calculated when the length is enter, and the 

length is automatically calculated when the expiration date is entered.  The Expected Date of Fully 

Mission Capable will default to the expiration date, but can be changed.  A justification is required 

when greater than the expiration date. 
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When submitting a permanent profile, include the appropriate Profile Codes.   

 

Disposition Tab, Permanent Profiles 

 

Note:  There is no expiration date on permanent profiles.  Policy dictates reviewing of the 

Soldier’s profile status during their next Periodic Health Assessment.  

 

10.  Review data entered into profile.  Assess the PULHES values carefully.  The tabs are 

available to update previous answers.  The system automatically generates the PULHES.  

Comments are required when the PULHES values are changed.   
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Review and Submit Tab, Temporary Profile 
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DA 3349 PDF, Expected Date of Fully Mission Capable 

 

Note:  The system includes the Expected Date of Fully Mission Capable and associated 

justification comments in block 8 of the DA 3349.  
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Review and Submit Tab, Permanent Profile 

Note:  The Current Permanent PULHES represents the operative PULHES in MEDPROS, 

integrating the codes in the new auto-calculated PULHES.  As stated in AR 40-501, the PULHES is based 

primarily upon the function of the body systems and their relation to military duties.   
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11. When the profile requires routing for approval, the system displays the list of available 

providers.  To assign the profile to a specific provider or providers, click the checkboxes next to 

the desired provider.  Please note the profile will be available for all providers in the routing 

pool. 

 

 

Provider Routing Pool 

Note:  Proxies, Physician Clerks, and Care Managers can submit a profile for the profiling 

officer to review and sign.   

 

12. Click Sign and Submit.  You will be presented a pop-ups asking to ensure data is correct, 

including verification of the PULHES.   If the profile reflects a new P3/4 with a Profile Code 

indicating the Soldier has been through a board (i.e., ‘Y’), asking you if the Soldier requires a new 

board.   If so, you will need to remove the ‘board’ profile codes. 

13. Click OK to submit profile or Cancel to continue making changes.  This action concludes the 

process and the profile is retained in the database for future reference.  If required, it is sent off 

for 2nd signature.  Once submitted, you cannot modify the profile.     

14. Once the profile is created, click on ‘here’ link to view the PDF, or proceed to your next task 

by selecting from the menu bar.  You have the option of saving, opening and printing the DA 

3349.  At this time, you may also add an administrative comment, which is tied to the profile 

within the application, but is not displayed on the DA 3349. 
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Print Created Successfully 

 

4.2 Profiles Pending Signature/Approval 

 Pending 1st Signature 

  

1. The Provider/Approval Authority logs into e-Profile to see the Inbox or Action Items 

containing profiles awaiting signature. Click Pending 1st signature.  Locate profile, then click 

‘Edit’.  A list of pending profiles will appear, followed by the Soldier’s profile.   The Provider can 

modify the filters to narrow or expand the search.  The default filters only bring back the profiles 

assigned to the Provider or those not assigned. 

 

 

Inbox/Action Items 
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 Profiles to Submit (pending 1
st

 signature) 

 

2. If you need to view profiles assigned to another provider, simply modify the Assigned filter to 

Show All and click . 

 

Profiles to Submit, Assigned Filter 

3. The Provider is able to review and modify the profile by selecting the appropriate tabs, to 

include changing the PULHES values.  Enter the mandatory comments if PULHES is changed.  

Click Sign and Submit.  A dialog box will appear for confirmation of submission.   
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 Sign and Submit 

 

 

Submit Profile Confirmation 
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Profile Pending Approval 

 

The system will automatically route a profile requiring a final signature to the appropriate 

Approving Authority.    A list of Profiles pending approval is accessible from the link in the Action 

Items box or from the ‘Profile Pending Approval’ inbox.  THE SYSTEM WILL AUTOMATICALLY 

EXPIRE ALL PROFILES PENDING APPROVAL OVER 30 DAYS FOR ACTIVE ARMY AND 60 DAYS FOR 

NATIONAL GUARD OR ARMY RESERVE. 

1. The Action Items lists items awaiting your action, Click on Profile Pending Approval. Profiles 

will be listed which are pending approval.   

 

 

Profile Pending Approval Link 

2. A list of pending profiles will appear, followed by the Soldier’s profile information.   The provider can 

modify filters to narrow or expand their search.  The default filters will return all profiles assigned to you 

that are pending approval.  Click Review next to the profile you need take action on. 

 

Profile Pending Approval List 

Note:  All profiles pending over 30 days for Active Army and 60 days for National Guard and 

Army Reserve will automatically expire if not approved.   
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3. The Approval Authority can approve, return or modify the profile.  If needed, you can also 

reassign the profile to another eligible provider.  If you select to modify, the profile wizard is 

displayed, allowing you to make the modifications.  Please note if you modify the profile, you 

will become the 1st signature.  Click Sign and Submit.  

 

Soldier’s Profile for Approval 

Note:   Once profile is updated, the Approval Authority will become the 1
st

 signature. 
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4.  If you click Approve or Return, the system displays a text box to enter comments.  Click 

‘Approve’ to approve profile, routing profile to the commander for review.  The system 

automatically routes all P3/4 profiles to the e-Profile personnel administrators (i.e., PADC).  Click 

‘Return’ to have the profile routed to the Provider who initiated the profile. 

 

 

OR 

 

Comment Box Window 

Note:  Comments for Approvals are optional.  Comments for Returns are mandatory. 

 

5.  When returned, the profile routes back to the Provider who initiated the profile.  e-Profile 

displays the returned profile in the Action items box under Returned Profiles.    Note – any 

eligible provider will have access to edit and resubmit the profile. 

 
Returned Profiles Link 
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6.   To view comments made on the profile, click Comments.  To modify any information on 

profile, click Edit Returned.    

    

 

Returned Profiles 

 

7.   If needed, you can reassign the profile to another provider.  To reassign the profile, click 

Reassign.  The system displays the routing pool, listing the eligible providers.  The system will 

indicate which provider the profile is currently assigned to.  Select the appropriate provider and 

click .  Please note reassigning the profile does not restart the ‘clock’.  All profiles 

pending over 30 days for the Active Component and 60 days for the Reserve Components will 

automatically expire. 

 

  
Reassigning Pending Profiles 

Note:  e-Profile administrators can also reassign pending profiles.  Use the Pending Profile 

Report to obtain a list of profiles pending approval for your location.   
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5.0 Downgrading/Expiring/Extending Profiles 
The e-Profile application allows the provider or proxy to create, view, and sign profiles for a 

Soldier.    

 

5.1 Downgrading 
 

1. Hover over Profile and click Find Profile.  The previous Soldier’s record may be displayed.  To 

select a new Soldier, click ‘Revise Soldier Search’ and enter in the Soldiers Name or SSN.  The 

system displays a list of the Soldier’s profiles.   

 

Find Profile Function 

 

2. Select necessary profile and click View.  Soldier’s profile will appear.   

 

Profile History List 

3. Click Downgrade.  Soldier’s profile will appear allowing the user to change necessary 

information.   Please note this option is only for downgrading the profile (i.e., P3 -> P2). 
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Soldier’s Profile, Downgrade 

 

4. Update the PULHES, and then click Sign and Submit to submit the downgraded profile.     

Profile will require two signatures if the permanent profile is being downgraded from a P3/4 to 

P2/1. 

 

Downgrade PULHES 
 

5.2 Expiring Temporary Profiles 
 

If no longer needed, a temporary profile can be expired.  Please note one temporary profile 

does not affect other temporary profiles, the Soldier’s permanent profile.  Each temporary 

profile stands alone.  The system allows providers to expire a temporary immediately.  The 

system will prompt the provider to modify the Expected Date of Fully Mission Capable if needed. 

1. Hover over the Profile tab and click Find Profile.  The system may display the previous 

Soldier’s record.  To select a new Soldier, click ‘Revise Soldier Search’ and enter in the Soldiers 

Name or SSN.  The system lists the Soldier’s profiles.   
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2. Locate profile and click View.  Soldier’s profile will appear.   

 

Profile History List 

3. Depending on your role and permissions, you may see several options.  Click the Expire 

Button to expire a profile immediately. 

 

 

Soldier’s Profile, Expire Temporary 

Note:  Not all users have permission to expire a profile.  If the Expire option is not available, 

either the profile is not eligible to be expired or you do not have the proper access to expire a profile. 

 

4. The system displays the confirmation webpage.  Click OK to expire the profile immediately.  

Click Cancel to return to profile viewer.  
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Expire Temporary Profile Confirmation 

5. If you clicked OK to expire the profile, the system displays the Expected Date of Fully Mission 

Capable information.  Update the Expected Date of Fully Mission capable based on the new 

expiration date (current date).  Include / update the justification comments if the Soldier needs 

additional time to become fully mission capable.  Click Submit   . 

 

Expire Temporary, Modify Expected Date of Fully Mission Capable 
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5.3 Extending Temporary Profiles 
 

There may be instances where a temporary profile needs extension past its original expiration 

date.  If the profile is pending expiration but the Soldier still needs to be covered as documented 

in the profile, providers can select to extend the profile another 90 days.  Once a profile has 

expired, the profile is not eligible for extension.  The system will prompt the provider to modify 

the Expected Date of Fully Mission Capable if needed. 

1. Hover over the Profile tab and click Find Profile.  The system may display the previous 

Soldier’s record.  To select a new Soldier, click ‘Revise Soldier Search’ and enter in the Soldiers 

Name or SSN.  The system lists the Soldier’s profiles.   

2. Locate profile and click View.  Soldier’s profile will appear.   

 

Profile History List 

3. Depending on your role and permissions, you may see several options.  To extend a profile 

immediately, click the Extend button.   

 

Soldier’s Profile, Extend Temporary 
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Note:  Not all users have permission to extend a profile.  If the Extend option is not available, 

either the profile is not eligible for extension or you do not have the proper access to extend a profile. 

 

4. The system displays the current Expiration Date and Expected Date of Fully Mission Capable 

information.  The provider can update the information based on the new expiration date.  Click 

Submit to extend and create a new profile or Cancel to return to the profile viewer. 

 

Extend Profile and Update Expected Date of Fully Mission Capable 
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6.0 Marking a Profile For Delete 
Approval authorities and a very select set of high-level administrators will have the ability to 

mark a profile for delete.  If there is a profile that is erroneous (i.e., for different Soldier, not IAW 

AR 40-501), the profile can be marked for delete.  It will remain in e-Profile for audit purposes, 

but will not be viewable by users.  The system will remove the profile from the Soldier’s 

longitudinal record in MEDPROS and the profile will not be included in any reports.  Only specific 

profiles will be eligible for delete – 

 Any expired temporary profile, with the exception of the auto-generated temporary 
profiles. 

 Any active temporary profile, with the exception of the auto-generated temporary 
profiles.  Expiration date will be set to current date.  If pregnancy profile, the pregnancy 
status will be set to ‘N’ in MEDPROS. 

 Expired permanent profiles, with the exception of the post-board profiles and those in 
the MAR2 process (assigned to a folder or a result has been posted).  When a valid 
expired permanent profile is marked for deletion, the auto-generated temporary is also 
marked as deleted. 

 Active permanent profile only if it is the sole permanent profile in e-Profile for that 
Soldier. 

 

1. Hover over the Profile tab and click Find Profile.  The system may display the previous 

Soldier’s record.  To select a new Soldier, click ‘Revise Soldier Search’ and enter in the Soldiers 

Name or SSN.  The system lists the Soldier’s profiles.   

2. Locate profile and click View.  Soldier’s profile will appear.   

 
 
Soldier Profile History Grid 
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3. Depending on your role and permissions, you may see several options, to include the Delete 

button.  To mark a profile for delete, click the Delete button. 

 
 
Delete Option on Profile Viewer 

Note:  Only the Approval Authorities and pre-identified high-level administrators can 

mark a profile for delete.  If the Delete option is not available, either the profile is not eligible 

to be marked for delete or you do not have the proper access to expire a profile. 

 

4. Select a reason / justification from the drop down menu and click ‘delete’.  The system 

displays a pop-up, asking user to confirm deletion. 

 

 

           Delete Justification Drop Down 
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5. Click ‘OK’ to mark the profile for deletion or ‘Cancel’ to cancel delete and return to the 

profile. 

 

                                  Delete Profile Confirmation 

 

Note:  Once you click ‘OK’, the profile is permanently marked for deletion.  The user 

cannot re-instate the profile. 

Note:  The profile will no longer be listed in the Soldier’s longitudinal record or sent 

to AKO (Soldier My Medical Readiness) 

 

The Profile History grid no longer includes the profile that was marked for delete.  A separate 

grid titled Delete Profiles lists any profiles marked for delete for the Soldier.  

 

Delete Profile Grid 


